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Summary of Officer Duties 


President: , l 
Oversee all operations of the chapter. Formulate and make recommendations for all needed 
committees. Appoint all chairs of committees. Co-Chair the Banquet Committee. 


Vice-President: 
Oversee all committees. Responsible for Service projects, aces alternate project. Co- 
Chair the Banquet Committee. 


Corresponding Secretary: 

Link between our chapter and Headquarters (HQ). Maintain a punctual correspondence with 
HQ for all reports. Generate a report due-date calendar. Work closely with cataloger for a 
smooth initiation of prospective members. 


Recording Settee: 
Keep the roll and minutes of any meeting completely type- written, up-to-date and in a suitable 


folder. Reserve rooms for all meetings. Take care of the food at meetings. Pass around an 


attendance sheet for each meeting. 


Treasurer: ; . 
Put a working budget ie! Keep track of all financial matters. Maintain a bank account. 


Keep up-to-date correspondence with HQ. 


Cataloger: . . 
Obtain an up-to-date catalog of all active members. Compile an accurate list of all eligible 
members. Work closely with Corr. Sec. for a smooth initiation of prospective members. 


Editor: 

Editing and sending of TBP Newsletter. Post meeting announcements on bulletin boards in 
Seaton, Durland, Rathbone, Fiedler, and the Collegian. Put the TBP banner up on meeting days. 
Up-date TBP Bulletin Board with current information. E-mail members and prospective 


`~ 


members about up-coming events. 
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- Appoint all chairs of committees - 

- Co-Chair the Banquet Committee 


- Oversee all committees 
- Responsible for Service project including an alternate Projet 


- Co-Chair the Banquet Committee 


- Link between our chapter and HQ 
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- Generate a report due-date calendar 

- Work closely with cataloger for a smooth initiation of prospective members 
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‘ -Up-Date TBP Bulletin Board with current information 


- E-mail members and prospective members about up-coming events 


